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PREFACE

The Louisiana Occupational Information System (LOIS) is a comprehensive labor market
information system created by Act 1 of the 1997 legidative session. LOIS and its
enhancements were developed by the Louisiana Department of Labor’'s (LDOL) Office of
Occupational Information Services and Geographic Solutions, Inc., of Palm Harbor, Florida. It
was designed to provide a broad range of labor market information, including information
about post-secondary training providers, as well as program performance data (referred to as
“SCORECARD").

An integral component of LOIS allows training providers to display current information about
their programs. This component is comprised of data entry screens, accessible viathe Internet,
in which training providers maintain the school’ s profile and program information.

Through a joint effort between LDOL’s Office of Occupational Information Services and
Office of Workforce Development, these on-line data entry screens evolved into a statewide
application used in the certification process for program €ligibility under the Workforce
Investment Act of 1998. Those programs that have been approved by a Local Workforce
Investment Board (LWIB) are dligible to receive WIA adult/dislocated participants who have
been issued Individua Training Accounts (ITAS).

This training packet was developed to aid representatives from schools and LWIBs on
utilization of the system. The packet contains Frequently Asked Questions (FAQS), Internet
access instructions, examples of Web displays, technical tips, a template for student data
collection (to process performance outcomes of the program for Scorecard and WIA), and a
password request/contact information form. This training packet is available on the LDOL
Web site a8 www.LAWORKS.net under the Workforce Development tab, “WIA Eligible
Training Provider Information”.
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Acronyms and Definitions

CIP - Classification of Instructional Program

Completer
A student who has demonstrated the competencies required for a program and has been awarded
the appropriate certificate or diploma of completion.

Eligible Training Provider

An eligible training provider is an organization, entity or institution such as a public or private
college and university, community based organization, or proprietary school for which
program(s) have been approved by alocal workforce investment board and submitted to the state
for inclusion on the statewide eligible training provider list.

ETPL - Eligible Training Provider List

Exiters
All individuals who leave an ingtitution within a given academic year. Thisis the sum of all
completers and non-compl eters.

ITA — Individual Training Account
LAVOS- Louisiana Virtual One Stop

LOIS- Louisiana Occupational Information System
LWIB — L ocal Workforce Investment Board

Non-completer
An individual who, for a variety of reasons, has withdrawn from an institution within a given
academic year without obtaining a degree or certificate.

Program

Training services consisting of one or more courses or classes that, upon successful completion,
lead to a certificate, an associate degree, a baccalaureate degree, or a competency or skill
recognized by employers.

Program Y ear
Refers to the calendar period between June 1 of one year and May 30 of the following year.

Scorecard
The performance based data on post-secondary training programs in the state, and is based on the
employment tracking of students who exit the program.

WIA —Workforce | nvestment Act



Frequently Asked Questions

. What isWIA?

The Workforce Investment Act (WIA) of 1998 was established to further the education, and
increase the occupational skill attainment of adults and dislocated workers.

. What isITA?

Individuals are given Individual Training Account (ITA) vouchers, which they can use a an
Eligible Training Program of their choice.

. How can my institution become a certified training provider under WIA?

To apply for program digibility, you must be licensed or exempt from licensure, complete a
password request form, fill out anon line application, and be approved by a Local Workforce
Investment Board (LWIB). Refer to page 8.

. When isthe deadline to apply for eigibility?
Local WIBs meet throughout the year and will review any new applications they receive.

. When will I need to reapply for certification?

Providers will need to apply annually to have their program(s) initially certified or
recertified. The ETPL isin effect between January 1 and December 31 of each calendar
year. Itisrecommended that applications be completed no later than October 1 each year in
order to assure that a program that meets or exceeds the state minimum performance
standards remains on the ETPL from year to year.

. How long does it take to become certified once my application is completed?

The local WIBs have no later than 60 days from the date that the application is received to
make a determination on eligibility. If approved, LDOL has 30 days to verify the
information and place the program on the statewide eligible training provider list (ETPL).

. How will I be notified that my program has been approved?

Y ou may check program eligibility status by logging into the Virtual One-Stop using your
user ID and password. From the main menu choose “Reports’ then choose “Program
Review Status’.

. How do I find the statewide eligible training provider list (ETPL)?

The Internet gateway is through LDOL’s homepage at www.LAWORKS.net, Select
“Louisiana Virtual One Stop” from the menu under the Interactive Services heading,. From
the options under the heading Jobseeker, select Education and Training, then Training
Providers and Schools. Select the statewide map, then Option 2 — All Providers. An
alphabetical listing of all training providersin LOIS will be displayed, with ared check mark
next to those that have met the requirements to be on the ETPL.

. Under what conditions will a training provider be denied?

The application will be denied if it is not completely filled out or upon a determination by an
LWIB that a complete application does not meet the performance measurements. In the case
of an digibility denial, the LWIB must issue a written determination to the provider.
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10. What are the State Minimum Performance Standards for Certification/Recertification?

11.

12.

13.

14.

15.

Each program must meet the state-imposed minimum performance standards in order to
remain on the statewide ETPL. The Louisiana Workforce Commission has established the
state minimum performance levels, as indicated below.
1) Program Completion Rate 30%
The total number of individuals completing the applicable program divided by the total
number of individuals exiting the program (completers and non-completers).
Transfer Students —Sudents who |eave one program and enter another program are
counted as transfers. The follow up on the student will occur in the transfer program.
Such students are not included in the computation of completion rate for the original
program.
2) Employment Rate 50%
The number of all exiters from the applicable program that obtained unsubsidized
employment in the first quarter subsequent to exiting the program, divided by the total
number of exiters in the reporting period.
3) Hourly Wage $5.60
The average wage expressed as an hourly rate, of all individuals exiting the applicable
program that obtained unsubsidized employment.

Who needs to provide performance data for WIA?

Proprietary training providers and Community based organizations must submit student data
to determine if they meet performance measurements. The Board of Regents submits student
datafor al public ingtitutions. In order to beinitially placed or remain on the statewide
ETPL for January 1 - December 31, 2005, training providers must submit data on all
enrollees and completers for program years 2002-2003 and 2003-2004 enrol | ees.

|'s performance data required for “new programs’?

A “new program” will be required to submit student data for the first year in which adequate
performance of program graduatesis available. A “new program” shall be defined as a
program that did not exist in the previous year for a unique training provider, CIP code and
degree type. These programs would be exempt from meeting the eligibility performance
standards until such time as a training cycle has been completed.

What doestheterm “ Student” include?
In this instance, “ Student” means anyone who enrolled in the program — including those who
completed the program and those who did not.

How do | submit student enrollee infor mation?

Student data must be entered in the format presented on page 19 of this document. The data
can then be saved to disk and mailed or emailed with attachment to Danielle Carter at
dcarter@ldol .state.la.us .

I's student information protected?

Although you are sending data on individuals, LDOL is not permitted to place information
on the Web that allows any individual identification. Only statistical information will be
displayed, and LDOL will not display any statistic derived from a pool with less than five
individuals.
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16.

17.

18.

19.

20.

21.

What isthe processfor tracking program participants?

LDOL has a process in which students’ Social Security Numbers (SSNs) are cross- matched
against unemployment insurance wage records that cover most businesses in the state.

LDOL aso cross- matches SSNs against other databases, and is continually working on ways
to expand the SCORECARD/follow-up process.

After LDOL matches againgt its databases, a“no match” list of students for whom no
information could be found is produced. Thislist isreturned to the training provider. The
provider then has the opportunity to track those “no match” students/enrollees and report to
LDOL whether they are employed. This employment information must be verifiable.

What supplemental data can | submit to verify the employment status of students who
exited the program?

If a program meets the minimum completion rate and hourly wage rate, but does not meet the
employment rate, you will have the opportunity to submit documentation verifying the
employmert status of students who exited the program. Verifiable documentation includes a
paycheck stub, W-2 form, a written letter from the employer on letterhead stating
employment, aform 1099, and any other documentation stated in the Workforce Investment
Act.

What happensif | forget my password?

Contact the LDOL Scorecard Unit, and request a new password. If you suspect an
unauthorized person has access to your password, notify the LDOL Scorecard Unit
immediately.

What isan Institution Code?
Thisis simply a unique 10-digit number created by LDOL to identify atraining provider and
to link all the pieces of information together.

What isa CIP code?

Classification of Instructional Programs, or CIP, is similar to the Dewey Decimal System but
developed by the U.S. Department of Education to categorize instructional programs. If your
institution does not use CIP codes, LDOL will work with you to determine the correct
classification. For more information on CIP2000, go to http://nces.ed.gov/pubs2002/cip2000

Notice that CIP descriptions displayed on the Web default to the program descriptions
established by the federal government unless you enter your own program description.

Who can we call if we have problems or need help?

Louisiana Dept of Labor

LDOL Scorecard Unit

1001 North 23" st

Baton Rouge, LA 70804 —9094
Office: 225-219-7760

Fax: 225-219-7759

Email: tperkins@ldol.state.la.us
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Eligible Training Provider Check List

PLEASE NOTE: For more details, refer to WIA Instruction Number 58 available at
www.LAWORKS.net — Workforce Development tab — WIA Eligible Training Provider

I nformation.

Setting up an Account (New Training Providers Only)

Q

“Proprietary schools’ only, excluding cosmetology and real-estate, must be licensed or
determined exempt from licensure through the Louisiana Board of Regents. A “proprietary”
school is defined as any business enterprise operated for a profit or on a nonprofit basis
which maintains a place of business within this state or which sells or offersfor sale any
courses of instruction in this state. Y ou may contact Carol Marabella at 225-342-4253 for
more information on the licensure requirements.

Complete and fax the password request/contact information form to 225-219-7759. The
form is located in the “WIA Eligible Training Provider Manual”. Proprietary schools must
also fax either an exemption letter or a copy of their license, dong with the form.

Upon receipt by LDOL, a User ID and password will be assigned to your institution and sent
viae-mail.

Student Data Submission

Requirementsfor calendar year 2005 program dligibility:

Q

Submit the 2002-2003 student enrollment and completer data and the 2003-2004 student
enrollment datato LDOL.

Submit a Data Certification Statement (available on the LAWORKS web site) along with
your data.

Public Institutions. The Board of Regents and the L ouisiana Community and Technical
College System will submit student datafor all credit programs.

New Training Providers Only: A school that is new to our system is typically exempt from

the performance requirements, and the program(s) will be considered “new” for the first year.

New Programs. A “new program” will be required to submit student data for the first year
in which adequate performance of program graduates is available.

School Information

Q

From the www.L AWORK S.net homepage, select the Louisiana Virtual One Stop from the
left menu bar, and sign on, using your User ID and password. Review and edit information
for your institution by selecting “Contact Information” from the main menu.

Page5
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Program Information

Q

Q

To add a new program into the system, select “Manage Programs’, then select “New
Program”.

After you have entered your program information, select the “ Save Program” button (located
on the last page of the online application). This will allow you to save the information you
have entered and return later to make any changes before applying for WIA.

Select “Edit Program” and make necessary changes to existing programs. When finished,
click “Save Program” to save your changes.

Choose “Delete Programs’ to delete a program you are no longer offering.

Applying for WIA

Q

From “Manage Programs’ select “Edit Program”, then click on the program for which you
wish to apply. Once your application is correct and complete and is ready to be reviewed by
your Local Workforce Investment Board (LWIB), select the “Apply for WIA™ button,
located at the bottom of the last page of the application.

To reapply for programs that are marked as WIA approved for the current year, select “Edit
Program” and click in the circle next to “Eligible for Reapplication”. Note: if you do not
choose “ Eligible for Reapplication”, your application will not be processed. Then select
each program for which you wish to reapply. All programs must be “applied for” each year
if they are to be reviewed.

If you are applying for a program that is new, call our office and let us know that you have
entered a program(s) into the system. Our office will forward the “new status’ information
to the LWIB.

Pointsto Remember

>

Y ou can apply throughout the year for WIA program dligibility, but in order to be eligible at
the beginning of a program year (January 1- December 31), you must complete all required
information and apply by October 1.

To update information for a program, choose “Manage Programs’, then select “ Edit
Programs’. |If you update information on a program for which the program status is
“Eligible” (for the new program year), then select the “Save Program” button. |If the program
has been submitted but has not been reviewed by a LWIB, you must select the “Apply for
WIA” button at the end of the application. Note: When you go into “Edit Programs’ you
can determine if a program has been reviewed by looking under the “ Program Status’
column. Be aware that resubmitting may prolong the approval process.

Please remember that PROGRAM S not providers, are being certified, therefore, a provider may
have some programs that are certified and some that are not. An application must be completed
for each program. Applications will be considered by the applicable LWIB(s) within the
regional labor market areain which the programs are geographically located.
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WIA YEARG6
DATESTO REMEMBER

June - July 2005
LDOL conducts statewide training on the WIA ETP application process.

July 15, 2005

Deadline to submit student enrollment and completer datato LDOL (Academic year June 1,
2003 through May 31, 2004) and 2004-2005 student enrollment data (SSNs only). The “Data
Certification Statement” must accompany the data submission. This form may be found at
www.LAWORKS.net — Workforce Development tab then select Eligible Training Provider
Information.

July 2005
LDOL prepares program performance reports, based on all participants, for the Louisiana
Workforce Commission.

August 2005

The Workforce Commission reviews reports/sets minimum performance levels based on
complete 2002-2003 data and preliminary 2003-2004 data for all participants.

September 2005
LDOL posts "preliminary” WIA performance on the LAWORKS website.

September 2005 - December 2005

LDOL providesalist of “no finds” (List of SSNs of students that could not be identified as
employed) to training providers. Training providers M AY submit supplemental employment
datato LDOL. LDOL includes supplemental employment datain performance calculations and
posts revised performance on LAWORKS website.

August 2005 — December 31, 2005
Local WIBS review and approve training providers/programs for the year 6 ETPL.

December 31, 2005
WIA-ETP list for year 5 expires. LDOL archives year 5 list.

January 1, 2006
Effective date of year six ETPL. Eligible programs are posted on LAWORKS website. (January
1, 2006 through December 31, 2006)

Please be reminded that applications will be accepted for local review throughout the calendar
year.
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Accessto the Louisiana Virtual One - Stop
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Adding and updating school and program information
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Adding and updating school and program information
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Scroll down the list of program titles and
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Adding and updating school and program information

bl oS - o
Crawericans  Hop

Els Edt as Oo

Program Title is the common o
name of the program a your ‘ el For Qtalls okt the Blemation et & et Bebl, ik on o Sebl
ingtitution. This is the title that e hetns e i e o, it ol o o Bt s *

will be displayed on LDOL’s

Webs te Ceperal Program Informaetios

Institutinme Censal Tart
Program CIP Cades 310301 - Arcoining

1

Tnseitution Pregras Eufsmuts

IMPORTANT: All sections S | -
must be filled in before you s — L L
can proceed to the next Cormeni ) |
section. r Kationsd © sty © Fegond

i a b e eilied e M Y

the profarsicn of scoonniing, ord o pacicens crlated burirser functione
Inoludes IAACTWCIOL Ln A00OWAG 1T prinoiples apd cheory. Iinsmolsl

iccousting. AN Lomtcustione]l progras thet praperas indiwidusls es bl.ln.l.l.l.'-:‘

34‘_ g ..":.Z".": D;""‘:; E;.'f"."::’. o .'-.“'. - I."'.':. A T 2T .:"'.'."'.'.:'."' B ‘."':":.""‘::“:"'':A:I'_lI e i3 L '\-_ﬂﬂ
- LR Y I-ru|||r|n.|1|-|-_ Yyatew - Fingem Inlvipahne - Refi-ase
o - Please insert tuition cost and total tuition
R T cost for the student. Total tuition cost is
e s BT et calculated by multiplying the tuition cos
R by the time frame for the entire program.
Ex: tuition cost = $250 a semester. It
Sorel i R e tekes 4 semesters to complete the
s sk T program. Tota tuition = $250 X 4 =
mare  F $1000. Input additiona costs. Don't
lahtees rt ' forget to describe each additional cost.
Bavks |
s #E : The Est. Total Program Cost will be
P I | calculated automaticaly by the system.
Lardfeatom fu_ I
Emiw Tes1 g
AHEF " Dot Ciora 1z kR [E

the program, enter N/A.

If you are unsure of any field,
mark it with afiller to be ade o
to continue to the next page. Be Describe A and its afequary and availahity in 200 words or
sure to come back and replace T
the filler with the correct |
answer before applying for
WIA éligibility. YA o T
List al program Assessment(s) Descrfe In luse
and Pre-requisite(s) in the same =
fidd: .
Enter 0:0if student to i J
equipment ratio does not apply
FENm D Menu - _ =
| !E naral rora

&

E] | |
B Srart| 3 Mook Euel ]E]L...'a-.'ﬂ'.-lnn. ‘ﬂ'l-lmm'ﬁ'mi-mgm.:l



Adding and updating school and program information Page 12

s Tor graduates from the Occupation Title drop down list. If the occupation
select ermined to be in demand for the regional labor market area in which the school is
physically located, the system will automatically make this notation. If an occupation is not designated
as in demand, provide evidence that it is a demand occupation before continuing or enter N/A. Please
give specific ingtitutional occupation title if different from the Occupation Title. Ex: The Occupation

Title might be All Other Computer Scientists, but your training might be specifically for a Webmaster.

T Loenstamna’s Wirtual Onsstop - Consumer Inforrmsstsomn Sysbsen - O atiom oaoht Intmonet Explsner =A==l
Fis  EdE VEA Pesodss  Tooks  Halp ai-_llu - —| ankbeis| | ks ™
Evogram CIF Code; 520301 - Acsouning =
Frimary target oceopatoms for Grad in seder of imporsance,
Dermand Code Decupabicn Tile Inzbtubon Oocupabon Tride
1 | = [1320m [Accaumants and Auadnars [~ o )
z | 1323 =] ey [
3 | 132081 =] Clle 1o, e Py erers |
a | =] |[Eekect Ooomaion ram list =] |
= = =] |[Ewbeet S ecapation fam liat =1 |
e Bl =
[F ary occupabion nck cheeked momn dememd sbcwe, provide ewidence that i oo demend. Vo may enter
LTt F et poiebying Fov WILA shedvalite
[Flaams provide varifiabhles svidanos chac Rudger Lualpsca and Tas Esaminsrs =]
16 COLlLE0ToEs &b ASiani OUCWRALlOons 1 FOUL arch.
=l
Beck | et =
I Fatuin 10 bdanu | "'J
= B [ T

Tip: You can change occupations by clicking on the Occupation Title drop down then choose a different
occupation. To delete an occupation, highlight “Select Occupation from list” from the same drop down
menu.

Fb Ech Wiew 3o Faecries  Heip

= o @B o Gy A cE oxd3 B = B a5 [ s
Brack: it Alnp RAckmah Hurm Somoh  Fowmios  Histow  Chorncls . Fullzoioon (1] Fimi Edit
|| Bk [ e Al B4R ke asc? =]
“Thix livt represents skills related to your prograom based on the OFES oceapatons
selaried on the proviees page. IF this 13 o new progeam, &l of the releted kills Bsred H 1
bave been selecvad by defadt. Please reviow the Net of aldlls and wicheck any skills % eCt the Skllls Obtal nm by
ihat gz ot ohtained by d congpk a yeur program. INthis s an exdskng 1
a program, this st represents skills that von selected when the progranm was sotered into QUdents Compl al ng your
the system and any change s yom made previoosky. Skills can be added or defeted from 1Ni
this Bar by clioking the Bobwrod SEifs on Sl S8l bames ot the bortoan of the poge, program When fl ni g‘]w’
Wihan yeu have snterved all the isformation, eliclke on dhe Mecr stton. * see next p@e for

; instructions on completing
General Program Infermation

Institution: TEST MSTITUTICN the appl ication.
Program CIF Code; 010407 - Agn & Feod Frod Frocessing Cpeer

Select dhe Skdlls that are approprats Tor ¥our pragiamn:

I Apply leld enperence to clasar o teacheg

T Apply satrrational rechnigoes to sdue st

T Apply teackogg teckangues

T Azseds pdicaicnal folenbialissd =
- S ) ¥ prrmpry
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Adding and updating school and program information

Page 13

; Louisiana’s ¥irtual OneStop - Consumer Information System - Occupation Skills - Microsoft Internet Explorer |
| Bile Edit Wiew Go Favoites Help |-
& . o= @ ¢ & Q Gl o 0¥ = = =
Back Eanward Stop Fefresh Horne Search Favorites Histary Channels Fullscreen K ail Prink Edit
J Linksz ﬁj Best of the 'web ﬁj Channel Guide ﬁj Customize Links ﬁj Internet Explorer Mews ﬁj Interet Start
I Addiess I@ http: / Aavos laworks net/CRS Aprogzkills. asp?action=new LI
I Inderstand manufaciurmg methods techrudques ;I
™ TUsze computer
M TUse computer keyboard
M Use correct grammmar, punctuation & spelling
M Usze electrical & electronic test devices
M Use spreadsheet software
M Uze veneer production processes
M Uze zravimagnetic inspection
Related Skills I Other Skills |
Back I Savwe Program Apply for W, |
Fieturn to henu
[Logeoff | Festart | Idenu | MManage Programes | Surwey]
2] | | &= Intemet zone
i 5tart | [E7] Louisiana’s Virtual On__ | B Miciosalt word - Revised .. | (@ » Aevised CRS Manual - L. | oD

How to save and submit the application:

Select thutton if
you wish to—save—the current

information without applying for
WIA program eligibility. This will
alow you to return and change
information before submitting. The
information will be displayed on the
LDOL website.

B Lousians's Vil Qmafbep - Do i

eq Apply for WIA'if application is
correct and-comptete and you want to
save the current information and have
this application reviewed by your local
Workforce Investment Board. The
information will be displayed on the

LDOL website.

Fla Edl Yaw Qo Cowandosds Hslp

L}

Ak AnpFar Pragram

' “The progeans has bean sobairred For WA peview,™

K== [k v v

[Legad | Eagtart | bianw | Mamaer Frograms | Suver]

Application
Complete!
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Instructionsto Re-Apply for programscurrently Eligible for WIA

From the main menu, select “edit program”. |f you currently have any programs that are WIA
eligible, you must select the radio button “Eligible for Reapplication” as displayed in the example
below. Thiswill filter the list of al programs at your institution in our database and display
programs thet are currently eligible. Then you can click on the program for which you wish to

apply.

After the information has been completed, select the "Apply for WIA” button. If you wish to
reapply for another program, you must reselect the radio button “Eligible for Reapplication”. These
steps must be repeated each time until you have resubmitted all applications that are currently
eligible.

After going through the programs that are currently eligible, please select the “ Currently Active”
radio button to apply for any other program (i.e. a program that has never been submitted or a
program that was previously rejected).

/3 Louisiana's Virtual OneStop - Consumer Information System - Provider Infoi‘n'la'tial"l_:{l"ﬁ J 2t Ex| 1=l
I File Edit ‘iew Favorites Tools  Help |
.=+ D W | QA P B I .
Back. Forward Stop Refresh  Home Search Favorites  History Tail Print Edit Discuss
J Address I@ https:f10.1.29.121 fiCR Sfselprogram. aspFaction=modfinstcode=531 6036600 j @Go
| Links
//Current Institution: L.T.C. RUSTON CARIPUS -
< ||The programs shown are: & Eligible for Reapplication & Cutrently Active|
To sort on any columm, click the column i,
‘ Cip Code ‘ Program Mame | Completion Type | Status mtus Program Status ‘Extensinn
— | e — WA |
470303 | Industrial Maintenance Technology Technical Diploma Eligible Aty
| Approved |
| . . Applied .
420508 |Wealding |Tech.mcal Diplotha s Rejected P
; : | e — WA |
511613 |Practical Hursing Technical Diploma Eligible Aty
| Approved | —
‘ 312601 |Certified Mursing & ssistatt Cert. or Diploma 3 months to & months e Eligible ‘AA
Approved
‘ 320302 | Accounting Technology & gsociate of Applied Science il |Ehgible Aty
Approved |
‘ 520401 ‘Of’ﬁce Srstetms Technology & gsociate of Applied Science e Eligible ‘AA
Approved
1 I I I I LI
|@ Done ’_E |° Internet
iastart”J @DS,I'SI,I?EI... | EEILAVOS C... I Almis (e | @Louisiana'...l @h:'l,person...l Reapply I---"@Louisian... E% @(ﬂ&
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Editing Existing Programs

Note: Changing the contents of a program that has already been labeled “I TA Eligible’
requiresthat you only Savethe program. If the program has been submitted, but not
approvedyet, you must select Apply for WIA Approval at the end of the application. Be

awar e that resubmitting will prolong the approval process.

| Fu Edi Wiew Go Favelm  Hap | & |
T S B A - S R ER = e S R T
= ER Fieabiisd DA TGO v S i B Mo ] oy o SR Pl R e B R Ediil
[ERRRTET i Aok RS progadrarvers, s ke MU0 =
" The selectons belowwill allew yow to adming yonur Institution’s pregrams. When E
adding & wew program, you will be taken threngh 5 sevies of seve ers that will assist yoa
in solertimg a program tte. Pregram ttlas are based on the Classifieation of
Ipstractional Programs (CIEFY. Juce you bave selected the title yeu will be able to enter
& rrdsaletvrommn ot " To edit a program you have
Currest Institution: TEST INSTITUTION - a ready added. select Edit
P der the M
rogramun n
Salect i epfica t CTEME A NESE PrOgram Selkect T ephon be make chanpss Pr Ogr ams menu.
by et For WLA approwal ta an emstng program
Delete Programs Sehedule Programs
Select this option b delete masting Select this optian to creats &
e echedule for & program
— =l
3] [T [ Faleetvwaetzae
ﬂ5u| #] Ratwsgcon Tradahn F'L..| & i FfavostSAC RS An. . I Mook Wi - Faved . i)
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. o+ .3 4 A A & 3 ¥ | HA B S8 #H|w.
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| dctiss ] nkp Aowni5 TR S ooy s ms 7k oremiodhinl 0o em0000363 59 =
If you are r_egppl_yi ng for WIA Currops Institutisn: TEST INSTITUTION - -
program eligibility, you must — e —
first select the radio button next [ s e Bt e Bespicaion 7 Cuseaty
to “Eligible for Reapplication.”
The SyaernhWIII ||$ a” | T S00F 4 AP SN, STk 2 calioe i Iﬂ:,}'“—"
programs that are currently : - it ;
.S . Program
digible. e R
Con-The-J ot Troenng blot Baviewed |40
. HAeescita's Degroe et Bavieswred [AA
Select the Program you wish to Kaochin's Degtoe o Bvirrd |48 |
edit. Vg0 _ phavosine's Degree | e Bevieend a3
When the aert box asksif you A i ”.“f.‘”:’. ;:w ﬂ“z“:j;
. . Frogrammrg saraabe'y Degree ot Benewe )
would like to submit for WIA i B T bt e (A
approva], click OK. 4071 [Chemical Enppecri, [Bacheds's Dugree Mot Beieared (A4 4
Note that thiswill not submit ' ' ' Telwsvwsstore
7 [P Microack Wond . Fasaued . i)

it automatically.
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Edit the information you wish to
add or change. When finished,
click Save Programto saveit,
or to submit the program for
approval, select Apply for

WIA.

Note that the Apply for WIA
button will only be available on
the last screen in the application,

after the skills section.
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sdlect Modify Another
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the bottom of this page.
=

]

W Stan E]m.w. Vgl D 1 Wiccsol Wow -Araed ...

ONE

9% Locsl ntiaral e

=g



Page 17

Working With Reports
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To generate rq:)orts for your . "Flease make 3 sebertion From the mesa belry: =
programs or other information, .
click on Reports in the main
Carrent Instiution: TEFT INSTITUTION -
menu.
Contact Informaton Minnage Progrms
Sedect thus option Eo revew o upcate Select this option to sdd oew programs, editng
e oot infseration emztiegy PO of b delete programs
option bo gensrate wetihtion
ared progrom wfsemation repes
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If you have selected
Institution Detail or .
Program Review Status,
the information is straight
forward. This example [ srogramschevm o © Bt s Resppoon  Comeay Ackr
shows what is displayed

when selecting Program

imdicates that pregram has hees WA approved,
TP cades 1s RE D dndbeate a lnlead program. ~

Current Insttatioss TEST INSTITUTION -
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The last page of the report
displays the performance
data for the program.

Note that numbers and
percentages are displayed
for your information.

Completing % =
number exiting / number
completing

Employed % =
Number exiting / number
employed
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Y ou can view the information in
the reports by using the scroll bar
and the navigation arrows to

switch between pages.
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L OIS Student Enrollee I nformation

INST-CODE |DATA-COLL- [DATA-COLL- SSN FIRST-NAME [MID- LAST- CIP- CIP PROG
BEG END INITIAL NAME CODE EXTRA |CERT

050020900 (20020601 20030531 123456789 [Jane D. Doe 666666 [AA 71

050020900 |20020601 20030531 999554444 |John Smith 111111 [(AA 63

INST-CODE must be 10 characters, it is assigned by LDOL for training institutions

* This is arequired field
DATACOLL-BEG must be 8 characters, it is the beginning of the reporting period.

*This is arequired field and must be in YYYYMMDD format, no slashes or dashes
EXAMPLE: 20020601 is June 1, 2002

DATACOLL-END must be 8 characters, it is the ending of the reporting period
*This is arequired field and must be in YYYYMMDD format, no slashes or dashes

EXAMPLE: 20030531 is May 31, 2003

SSN must be 9 characters, the enrollee's social security number
*This is a required field and cannot contain any hyphens

Please provide information on ALL students that enrolled in the program and/or graduated between the
data-coll-beg period and the data-coll-end period, regardless of funding. Students that did not graduate during this
time period should be reported as enrolled for the next data collection cycle. If the student enrolled during this
time period, but graduated after the data-coll-end date, then the student must be reported as enrolled and
graduating on the next data collection cycle.

FIRST-NAME can be no more than 15 characters, the enrollee's first name
MID-INITIAL must be 1 character, the enrollee's middle initial
LAST-NAME can be no more than 15 characters, the enrollee's last name

CIP-CODE must be exactly 6 characters, is the Classification of Instructional Program Code of training program
or enrollee's major field of study

*This is a required field and must match the CIP code that is on LOIS

CIP-EXTRA must be 2 characters, this differentiates between two programs that utilize the same CIP code and
same award outcome (prog-cert)

*This is a required field and must match the value that is on LOIS

PROG-CERT exactly two characters, denotes the type of award outcome for the program
*This is a required field - this field utilizes the same values as the cert-type
field
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ENTRY- EXIT-DATE |ADDR CITY ST |ZIP ZIP-4 |CERT- [SEX [RACE |BIRTH CITIZEN
DATE TYPE

19990910 (20030510 |1333road In. New Orleans |LA 70011 97|F 6| 19781112|Y
19990601 |20030301 (9999 Anywhere LA 70039 63 |M 2

ENTRY-DATE must be exactly 8 characters in the following format YYYYMMDD, is the date the enrollee
entered the training program or school  *This is a required field

EXIT-DATE must be exactly 8 characters in the following format YYYYMMDD, date the enrollee exited,
completed, or graduated from the program *This is a required field

ADDR can be no more than 35 characters, enrollee's address: street number, street name, etc.

CITY can be no more than 20 characters, the city where the enrollee resides

STATE must be exactly 2 characters, 2-letter state abbreviation

ZIP must be exactly 5 characters, the first five digits of the enrollee’'s zip code

ZIP-4 is 4 characters, the 4 digits of the enrollee’s zip code extension

CERT-TYPE must be exactly 2 characters, denotes what type of award the student received upon graduating
the program (this may or may not be the same value as prog-cert)

*This is arequired field, use the two digit numeric value

Please note: If the student did not graduate during this period, no cert-type is recorded.

03 Associate Degree

06 Postbaccaluareate Certificates

08 Post Masters Certificate

10 First-professional degrees

30 OJT = on-the-job training

40 Short-Term Non-Credit

63 Associate of Applied Technology

72 Associate of Applied Science

80 Cert. or Diploma 3 months to 6 months
82 Cert. or Diploma 1 year to 2 years

05 Bachelors Degree
07 Masters Degree
09 Doctoral Degree
11 First-professional cert.

33 Apprenticeship programs

53 Associate in Occupational Studies
71 Technical Diploma
79 Cert. or Diplomaless than 3 months
81 Cert. or Diploma 6 months to 1 year

83 Cert. or Diploma greater than 2 years
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SEX Enrollee's sex
M =MALE F = FEMALE

RACE Enrollee's race - use the one digit numeric value

1=Asian/Pacific Islander 5= All Other American Minorities
2=American Indian/Alaskan Native 6=White, Non-Hispanic

3=Black, Non-Hispanic 7=Non-Resident

4=Hispanic 8=Refusal or Unknown

CITIZEN

Y =YES N =NO

NOTES: The Scorecard report and the WIA ETPL report are developed from this student data.
Institutions that receive state or federal workfor ce funds must submit this student data.

-Student data information can be saved onto a disk and mailed, or it can be emailed as an attachment. Please
refer to the FAQ section for the mailing addresses.

-Please label the disk with the institution name and enclose alist of the program title(s) contained on the disk
and the time frame that the data cover. In addition, a description of the field arrangement should accompany the
file, dong with a note about the type of file being sent (such as Access, Excel, Text tab delimited, etc.).

-Please use the 10-digit institution code that was assigned by LDOL in the INST-CODE. Contact LDOL if you
do not know your institution code.

-Leave the CERT-TYPE field blank if the individual is till enrolled in the program.

-Make sure that the CIP code used in the student data file matches the CIP code entered into and displayed on
LOIS.

-Please follow the examples provided in record layout. (Do NOT enter any other marks such as “/” or “-” for
the fields with SSNs and dates) Also make sure that all date are in the format of YYYYMMDD.

-1f a student drops out of aninstitution, please assign a value of 97 in the CERT-TY PE field, in addition to
providing the exit date. If a student is an international student, please assigh a pseudo numeric SSN.

-Please include al students that were enrolled anytime during the reference period, including those that were
initially enrolled in a prior reference period and are still enrolled.

-An example reference period is June 1, 2002 through May 31, 2003.



DEPARTMENT OF LABOR

| LOUISIANA WORKS
|

OFFICE OF OCCUPATIONAL INFORMATION SERVICES
RESEARCH AND STATISTICS DIVISION
SCORECARD UNIT
P. O. BOX 94094
BATON ROUGE, LOUISIANA 70804-9094
FAX: 225-219-7759

DATA CERTIFICATION STATEMENT

(Student data will not be processed prior to receipt of this statement by the
Louisiana Department of Labor.)

By submitting this file of student data to the Louisiana Department of Labor, | hereby certify that all
information provided is true and correct to the best of my knowledge. | understand that this data
will be used solely for the determination of eligibility for WIA funding and for the state Scorecard. |
further understand that there are administrative penalties for submitting false or inaccurate
information [reference Workforce Investment Act of 1998, Title 1, Chapter 3, Section 122 (f)].

This data is being submitted on behalf of :
Name of Institution

for the academic year(s): June 1,200 through May 31, 200__, D Enrollees
D Graduates
June 1,200 _ through May 31,200 [ ] Enrollees

D Graduates
*Certified By:

Printed Name Signature

Title Date

*CERTIFICATION MUST BE SIGNED BY AN AUTHORITY WITH THE NAMED INSTITUTION,
SUCH AS THE CEO, PRESIDENT, OWNER, DIRECTOR OF ADMISSIONS, ETC.
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URL: www.LAWORKS.net
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Select an area
(For this example, “A Specific Labor

Market Area’ was selected - Region 2)

Type in the name of
a school under
Option 1

OR

Under Option 2 click
on All Providersto
view alist

Search for the desired training
provider by selecting any of
the options displayed at the
bottom of the provider list.

Schools withared check
mark in the WIA Eligible
column have one or more
WIA/ITA €ligible programs.
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On this screen you can view
the training provider’s general
information. For information
on a specific program, click
on the program name. The
red check mark denotes a

program that is ITA eligible.

This page displays detailed
information about the program
you selected.

To view comparisons with other
programs offered by this school
or another schoal, click on View
Comparisons.

To view performance data, click
onView WIA ETPL Report.

The option to view the WIA

ETPL report will only be
displayed if the program meets or
exceeds the WIA ETPL Minimum

performance standards.
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To view more detailed and
prior years outcomes,
select

View Scorecard Report.

Please Note:

Not al training providers
on the website have
Scorecard data.

Select the year and
the population.
Then scroll down
and click on

View Report.

The report will display
outcomes for the
program at the school
and provide statewide
comparison data for
similar programs.
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Password Request/Contact I nformation Form

Upper and lower case make a difference. Print it exactly as you wish. Distinguish between zero
and capital “O” and “L” and one. These can be confusing.

“Proprietary schools’ only, excluding cosmetology and real-estate, must be licensed or determined
exempt from licensure through the Louisiana Board of Regents. A “proprietary” school is any
business enterprise operated for a profit or on a nonprofit basis which maintains a place of business
within this state or which sells or offers for sale any courses of instruction in this state. Y ou may
contact Carol Marabella at 225-342-4253 for more information on the licensure requirements.

Name of | nstitution;

Institution Type: (Pleasecircle one)

Community Based Organization Cosmetology Private Businessor Technical
Small Business Employment Training Provider ) Other\

Board of Regents License #:

Physical Address:

Mailing Address:

City, State, Zip

Parish:

Web Address:

Administrative Contact:
Example— Director, CEO, President, etc.

Name:

Title;

Telephone Number: _( ) FAX Number: _( )

Email Address:
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Password Request/Contact Information Form (page 2)

Admissions Contact:
Thismay belisted as an individual or an office/division.

Name:

Title:

TelephoneNumber: _( ) FAX Number: _( )

Email Address;

L OIS Contact:

This contact isthe person who will beissued theuser 1D and password. This person typically
maintains the school and program information on the LAWORK S website.

Name:

Title:

Telephone Number: _( ) FAX Number: _( )

Email Address:

Select Password:

Submit both pages of this password request/infor mation form to:
LDOL Staff at FAX (225) 219-7759
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